L E S S O N 2

Entering CalTOP Transactions

L esson Objectives

In thislesson, you will learn how to enter Cal TOP datain an appropriate order. Y ou will also learn
how to navigate and use Cal TOP forms to enter client admission, contact, episode status change,
and treatment data.

A. Entering Datain Order

B. Using the Transaction List

C. Receiving CalTOP Errors

D. Entering Client Contact Information

E. Entering Client Admission and Status Change Data

F. Entering Client Treatment Information

G. Lesson Review
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A. Entering Datain Order

The CalTOP forms you will use to enter and maintain client information each perform separate functions.
Consequently, you need to enter the datainto theformsin alogical sequence. For example, you cannot add
client treatment information until you have added basic client information, nor can you complete episode
status change information until you have entered the client’ s admission information.

CaTOP Form

1. Client Information must be first
2. Contact if applicable

3. Admission or Admission CA and
Admission TOPPS|

4, ASAM/PPCII
5. Treatment
6. Episode Status Change

Thefollowing is an example of how you might enter information using Cal TOP forms:

36

Action

Result

1. The client, Amanda Hatton, is
recommended for treatment.

2. AmandaHatton is admitted to the
treatment facility La Familia.

3. A provider at the LaFamiliafacility
assesses Amanda’ s current treatment
needs.

4. Amandaistreated during the first week
of her stay.

Create a Client Information record and a Contact
transaction. For information about creating Client
Information records, see “Managing a Client
File” on pag e22; for information on entering
contact information, see“Entering Client Contact
Information” on page44.

Create an Admission — California Only
transaction in CalTOP, and an Admission TOPPS
Il transaction in ASI TOPPS 1. For information
on entering admission information, see “Using
the Admission — California Only Form” on

page 46.

Create an ASAM/PPC |1 transaction. For
information on creating ASAM/PPC |1
transactions, see “Using the ASAM/PPC 11
Form” on page60.

Create a Treatment transaction. For more
information on creating Treatment transactions,
see “Using the Treatment form” on page68.
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Action

Result

5. Amandaistreated and counseled
multiple times during her second week
of stay.

6. Amandais counseled in agroup

session.

7.  Amandais discharged, and is now
treated by a different provider.

Create aTreatment — One Client transaction. For
more information on creating Treatment — One
Client transactions, see “Using the Treatment —
One Client Form” on pag €70.

Create a Treatment — Many Client transaction for
Amanda and the other clientsin her session. For
more information on Treatment — Many Client
transactions, see “Using the Treatment — Many
Client Form” on page73.

Create an Episode Satus Changetransaction. For
more information on tracking status changes, see
“Using the Episode Status Change Form” on

page 62.
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B. Using the Transaction List

The Transaction List page enables you to view current information for clients.

Using Transaction IDs

A transaction number is assigned to atransaction and will be displayed on the screen each time you
successfully submit acomplete transaction or save aworking copy. Y ou can use the Transaction ID to look
up atransaction or complete a working copy at alater time.

Contact Add
Tanr Bann e uess baes een procesed soccessilly. Tan may relare ioe yedr ieEes s g the G OF s 2 shasan iy,

CAITOF Cliers D Sod
Hinrd Mxna: AeA8I TSGR CALDE Irrec il A1
Filu Humbw IN:

sdisreczrcecie | =Rezioncohar o |

Transaction IDs are different from Client IDs and File Number I Ds, because each Transaction ID is unique
to a particular transaction. If you usethe Transaction ID to locate atransaction, one transaction will be
displayed. If you enter aClient ID or File Number ID, alist of all the transactions you have entered for that
client or file number will be displayed.

Accessing the Transaction List Pages

Y ou can use the Transaction List and Transaction List Detail pages to access previously entered forms for
your client. Y ou can access the Transaction List Detail page through the Transaction List page. The
Transaction List Detail page enablesyou to view acomplete list of transactions entered by your provider or
by all providers for a particular client.

You can modify, review or delete the details only for those transactions created by your provider. The
exceptions are the Admission TOPSS|1 and Admissions ASl Lite transactions you submitted, which
can only be deleted using CaTOP .
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Task 1:  Accessing the Transaction List Detail Page
Y ou can access the Transaction List Detail page in one of two ways:

Option 1

What to do Results’Comments

1. OntheCalTOP Navigation bar, click  The Transaction List pageis displayed.
the Transaction List link.
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2. IntheClient IDfield, typetheclient’s
CaTOP identification number.

Inthe File Number ID field, type a
file number assigned to the client.

3. If youwant to view alist of
transactions entered by all providers,
clear the My Provider Only
(Provider Logged On) check box.

4.  Click Submit. The Transaction List Detail pageis displayed.
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What to do ResultsComments
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Option 2
Y ou can also access the Transaction List Detail page by:

What to do Results’Comments

1. OntheCalTOP Navigation bar, click  The Forms page is displayed.
the Formslink.

Forms

Wi gild & o Bigym, pick & P, maipn ths TaiTOF Tl B0 oo s Maandher B1, gl sasle i By

Tin ipudd avtn iy b leim am e band ] v s nid thes C2A0TOF Clvsit 0, e Mvmabes 0, a1 CHTOF Tososnitian 0, sl ael i Dytlere 41
Teisra

Fum —
CATDF Chant I I
Fia bk I I

CATOP Tramaacien D |

Add| Updww | Duivia | Cortrus Workeg Copy | Fosa |

40 Department of Alcohol and Drug Programs Proprietary/Confidential: Need-to-Know.



Lesson 2: Entering Cal TOP Transactions

What to do ResultsComments

2. Inthe Form list, select the blank row |
or tab to the next field.
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3. Enterthe CalTOP Client ID
—or—
Enter the File Number ID.
4.  Click Update. The Transaction List Detail pageis displayed.
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C. Recelving CaTOP Errors

After you have completed atransaction and click Submit, Cal TOP checks the values you entered to ensure
they arevalid. If any errors exist, CalTOP will issue client side error message and/or server side error

messages.

Client Sde Errors

CalTOP will issue a client side error for each required field that contains an invalid entry or has been left
blank. The message will inform you of the field in error. Click OK in the message box. Enter avalid value
in the appropriate field (your cursor will belocated in the field that requires avalue), then click Submit. If
no other errors exist, CalTOP will issue a Transaction ID.

If errors still remain, CalTOP will continueto issue client side errors until al required fields have been
completed.
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If noclient side errors exist, CalTOP may issue one or more server side errors. Server side errorsnotify you
when an invalid value has been entered in aspecific field, or when interdependent fields contain invalid
values (for example when Pregnant = No and Month Began Prenatal Care = Fourth).

Replace values in error with vaid values, then click Submit. (See“Error Messages’ on pagel63 for
information on correcting specific server side errors). If server side errors still remain, continue to correct
those errors until Cal TOP issues a Transaction ID for a successfully submitted transaction.
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D. Entering Client Contact Information

After you add the client information to the Cal TOP database using the Client Information form, you have
the option to create records of contact using the Contact form. Completion of the Contact form is optional
and isnot required. For information on entering datain the Client Information form, see“Managing aClient
File” on page22.

Task 1.  Accessing the Contact Form

What to do ResultsComments

1. OntheCaTOP Navigation bar, click  The Forms page is displayed.
the Formslink.

2. IntheForm list, select Contact.
3.  Enterthe CalTOP Client ID
—or—
Enter aFile Number 1D.

4.  Click Add. The Contact form is displayed.
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Task 2:  Creating Contact Transactions

What to do ResultsComments

1. IntheFileNumber ID list, select a Thisis an optional value and may be left blank.
File Number 1D to associate with the

transaction. If you have assigned a default file number for the

client, thisvalueappearsin thelist automatically. Y ou
can override this value by selecting another file
number from the list. For more information, see
“Using Client IDs and Client File Number IDs’ on

page 27.

2. IntheDateof Contact fields, typethe  Enter the date in the following format: mm/dd/yyyy
date of contact with the client.

3. In the Contact Code list, select the
method of contact with the client,
such as|n Person.

4. Continueto Task 3.

Task 3:  Submitting Datato CaTOP

»  When you have completed the Contact form, you can submit the data to the Cal TOP server by
clicking the Submit button. If the submission is successful (no errors were found), a message will
be displayed with a Transaction ID assigned to the transaction.

» |If an error message (client side or server side) is displayed, follow the instructions to correct the
error, then click Submit again. For an example of client side and server side errors, see“Using
Transaction IDs” on page38. For alist of error messages and instructions on how to correct them,
see “Error Messages’ on pa gel63.
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E. Entering Client Admission and Status Change Data

Y ou can use several CalTOP forms to enter information about client admissions and discharges. This
section shows you how to compl ete the Admission — California Only, Admission, ASAM/PPC |1, and
Episode Status Change forms.

For information on entering admission datain ASI TOPPS |1, see the AS TOPPSI| Software Users
Guide, November 1999.

Using the Admission — California Only Form

Usethe Admission— California Only form to enter client admission information through Cal TOP. Thisform
isused in conjunction with the Admission TOPPSII formin the ASI TOPPS 1 softwareto provide complete
client information. Seethe AS TOPPSII Software Users Guide for information about using the Admission
TOPPSII form.

You can submit the Admission — California Only and Admission TOPPSII formsin any order.

Task 1:  Accessing the Admission — California Only Form

What to do ResultsComments

1. OntheCaTOP Navigation bar, click  The Forms page is displayed.
the Formslink.

2. In the Form list, select
Admission CA.

3. Enter the CalTOP Client ID
Enter aFile Number ID.

4.  Click Add. The Admission — California Only form is displayed.
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What to do ResultsComments

Admission - Califormes Onky

sl Woprme: REAHOA HATTIH

o wid mr updow on Rdrimeon - Ldidoerss Urly recosl Per i Ca [P0 diard, com pleie B Jam end meled] Sabmi

CRITTP Mlerd (T 550
TP Wyprws 0:
Hi B b i

i "= [ CowrbeProwider |rformstion
LR F b | L |
Kaici Ganeral informslicn

Az ekl

el Sren Caiz# ol T4 Az vdisiea I I .I
Dale AL [ ms vl I_"I_"I_| Ari i ek s
gl Led [ e
Fides p e lmie] ¢ | B
Jmvmulany T abiity | =l
“wriry Daes ip I =l
CANE Trawastior Toar | =|
el Suuro | =
iy _1-'| [ Tl Al
Wl 1, b ﬁ e T ﬁ
Fuiryalal Zam | pi ﬂ St Dt 1
R E RN | ;‘ [ T | _'i
dncilary Servicer - Last§ Mankhe
‘i, Yigpai [ = Fonl Edpadas =
2Vl el I_; Foa & B bitiii m
=CLErs | o L~ elp Mregee—e I :'
o Pigiai i [ = o 1l P i [ =
S Al - ram |_; b Samw Ij

Tarry ik

Madiza | Back ground
~lai 2 Ranlal e

d

aden o i g Proteeims
vrae F Fem S0 Tresr-ive r

Ewildid I "I.-.\-'Jl‘lm"

el e P 20 5 P AT 290 AT I '-I

Lwgel Shewhux

& [ avdim 505 | |

Y Brkadty o o | ]
g | _'I

Bubrei | Epn Forn | Mol | Corwnl | -

5. Continueto Task 2.
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Task 2:  Entering General Information

What to do ResultsComments

Inthe File Number ID list, select a Thisis an optional value and may be left blank.
file number to associate with the

transaction. If you have assigned a default file number for the

client, thisvalueappearsinthelist automatically. Y ou
can override this value by selecting another file
number from the list.

Inthe Date of CA Admission fields,  Enter the date in this format: mm/dd/yyyy
typethe date of theclient’ sadmission.

Inthe Date of Last Discharge field,  Enter the date in this format: mm/dd/yyyy
type the date of the client’s most
recent discharge from any facility.

Click the Not Applicable checkbox.

Inthe Wait List field, type the
number of daysthe client has been on
await list.

Inthe Primary Disability, Secondary If you select Nonein the Primary Disability list, you
Disability, and Tertiary Disability must select Nonein the Secondary and Tertiary
lists, select the type of disability or Disability lists.

disabilities which the client has.

Inthe CADDS Transaction Type list,
select I nitial Admission, Transfer, or
Changein Service.

Inthe Referral Sourcelist, select the
person or organization that referred the
client for treatment.

In the following lists, indicate whether
or not your client participatesin the
following programs or has completed
the following forms:

CalWorks

Medi-Cal

Welfareto Work

L ocator Form

Perinatal Services

Consent Form

Perinatal Case Management
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Wheat to do ResultsComments

9.  Inthe CoDependent list, indicate Data on codependentswill not be used for the Ca TOP
whether or not the client isa Treatment Client Outcome Study.
codependent.

10. Continueto Task 3.
Task 3:  Entering Ancillary Services— Last 6 Months Information

What to do ResultsComments

1. Inthefollowing lists, indicate
whether or not your client uses or has
used the following services:

Case M anagement
Parent Education
Child Welfare

Public Assistance
Housing

Self-Help Programs
Infant Programs
Vocational Education
Other AOD Programs
Other Services

2. If you selected Yesin the Other
Servicesligt, in the Specify Other
field, type the name of the service
provided.

3. Continueto Task 4.
Task 4:  Entering Medical Background Information

What to do ResultsComments

1. IntheChronic Mental IlInesslist, Thisisan optional value.
indicate whether or not the client has
been diagnosed with chronic mental
illness.

2. IntheMedication Prescribed for
AOD Problem list, select the type of
medications prescribed to the client.

3. Continueto Task 5.
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Task 5:  Entering Alcohol/Drug Problems Information

What to do ResultsComments

1. In the Number of Prior AOD
Treatmentsfield, type the number of
prior treatments the client has
received.

2. In the Needles list, indicate whether
or not the client has used needles in
the past 12 months.

3. Continueto Task 6.

Task 6:  Entering Legal Status Information

Wheat to do ResultsComments

1. IntheL.A. Parolee (CIW) list, If the client’s gender is designated as male, thisfield
indicate whether or not theclientisan  displays No and cannot be modified.
L.A. Parolee.

2. IntheCIW Priority Statuslist,select  If you selected Yesinthe L.A. Parolee (CIW) list,
the CIW priority status that best you must select one of the three CIW priority
appliesto the client. statuses — Not applicableis not avalid option.

If the client’s gender is designated as male, thisfield
displays Not applicable and cannot be modified.

3. IntheLegal Statuslist, select the
term that best describes the client’s
legal status.

4. Continueto Task 7.

Task 7. Submitting Datato CaTOP

»  When you have completed the Admission - California Only form, you can submit the data to the
CalTOP server by clicking the Submit button. If the submission is successful (no errors were
found), a message will be displayed with the Transaction ID assigned to the transaction. For an
example of asuccessful submission message, see “ Using Transaction IDs” on page38.

» |If an error message (client side or server side) is displayed, follow the instructions to correct the
error, then click Submit again. For an example of client side and server sideerrors, see “Error Mes-
sages’ on pagel63. For alist of error messages and instructions on how to correct them, see“ Error
Messages’ on pagel63.
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Using the Admission Form

The Admission form is aextended version of the Admission — California Only form, and is used in
conjunction with the Admission ASl Liteform. If you are using an Admission TOPPS |1 application such as
the one provided by Delta Metrics, use the Admission - CA form. Do not use the Admission form.

Task 1.  Accessing the Admission Form

What to do Results’Comments

1. OntheCalTOP Navigation bar, click  The Forms page is displayed.
the Formslink.

2. In the Form list, select Admission.
3. Enter the CalTOP Client ID

Enter the File Number ID.

4.  Click Add. The Admission form is displayed.
& ik A 1
B e e Ly ] i ] T e, ppmgey. my b e gy £

A AAE B
T N AREHEN SETTTH TATEF Tians L
EE T S '
LaawnFrmie o Fi Sk
il | =
L b Pl sl
i o |
e o e [0 o[
- w Tl o[
[ ———— - =l
i e E
- T [ |
e |
e | = 5
kot % =
S £ i = - =
oy ey B i - Lol Hemdr
[FY T & el L e |
3 Py —=
(. T B e b 3
o A, iy = T - |
Zrmrm i Cow v
T B waipn | s Pk 1
- I — a1en
remppa - @apEa
ikt o o HAE .

5. Continueto Task 2.
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Task 2. Entering General Admission Information

What to do ResultsComments

1. IntheFileNumber ID list, select a Thisis an optional value and may be left blank.
file number to associate with the

transaction. If you have assigned a default file number for the

client, thisvalueappearsin thelist automatically. Y ou
can override this value by selecting another file
number from the list.

2. Inthe Date of Admission field, type  Enter the date in this format: mm/dd/yyyy
the date of the client’s admission.

3. IntheDateof CalTOP Interview Enter the date in this format: mm/dd/yyyy
fields, type the date of the client’s
CaTOP interview.

4. IntheDate of Last Dischargefield,  Enter the date in this format: mm/dd/yyyy
type the date of the client’s most
recent discharge from any facility.

Select the Not Applicable checkbox.

5. IntheWait List field, type the
number of daysthe client has been on
await list.

6. IntheLength of Residencefields,
type the years and months that the
client has lived at his or her current
address.

Select the Not Answered checkbox.

7.  Inthe Responseto Interview list,
select the term that best describes the
client’s response to the interview.

8. InthePrimary Disability, If you select Nonein the Primary Disability list, you
Secondary Disability, and Tertiary must select Nonein the Secondary and Tertiary
Disability lists, select the type of Disability lists.
disability or disabilities which the
client has.

9. IntheCADDSTransaction Typelist,
select Initial Admission or Transfer
or Changein Service.
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What to do ResultsComments

10. IntheReferral Sourcelist, select the
person or organization that referred
the client for treatment.

11. Inthe Type of Admission list, select
whether the client has or has not
received substance abuse treatment
services in the previous 30 days.

12. Inthefollowing lists, indicate whether
or not your client participatesin the
following programs or has completed
the following forms:

CalWorks

Medi-Cal

Welfareto Work

L ocator Form

Perinatal Services

Consent Form

Perinatal Case Management

13. Inthe CoDependent list, select Data on codependentswill not be used for the Cal TOP
whether or not the client is a Treatment Client Outcome Study.

codependent.

14. Continueto Task 3.

Task 3:  Entering Ancillary Services— Last 6 Months Information

What to do ResultsComments

1. Inthefollowing lists, indicate
whether or not your client uses or has
used the following services:

Case M anagement
Parent Education
Child Welfare

Public Assistance
Housing

Self-Help Programs
Infant Programs
Vocational Education
Other AOD Programs
Other Services
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What to do ResultsComments

2. If you selected Yesin the Other
Serviceslist, in the Specify Other
field, type the name of the service
provided.

3. Continueto Task 4.

Task 4:  Entering Controlled Environment Information

Wheat to do ResultsComments
1. IntheEnvironment past 30dayslist, If theclient hasresided in more than one controlled
select the type of controlled environment, select the type in which he/she spent the

environment the client haslivedinat  most time.
any time during the past 30 days.

Select Noif the client hasnot lived in
acontrolled environment in the past
30 days.

2. Inthefirst # daysfield, type the
number of days the client haslived in
the environment entered in Step 1.

If you selected No in Step 1, type O.

3. Inthe Environment past 6 months If the client has resided in more than one controlled
list, select the type of controlled environment, select the type in which he/she spent the
environment the client haslivedinat  most time.
any time during the past 6 months.

Select Noif the client hasnot lived in
acontrolled environment in the past 6
months.
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What to do ResultsComments

4.  Inthesecond # daysfield, type the
number of days the client haslived in
that environment.

If you selected No in the
Environment past 6 monthslist,
type 0.

5. Continueto Task 5.
Task 5:  Entering Hospital Utilization Information

What to do ResultsComments

1.  Inthe Days Overnight for Medical
field, type the number of days the
client has spent overnight in ahospital
for amedica reason during the past
30 days and the past 6 months.

2. Inthe Days Overnight for
Psychiatric field, type the number of
days the client has spent overnight in
the hospital for a psychiatric reason
during the past 30 days and the past 6
months.

3. IntheNumber of ER Visitsfield,
typethe number of timestheclient has
visited an emergency room during the
past 30 days and the past 6 months.

4. Continueto Task 6.
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Task 6:  Entering Medical Background Information

What to do ResultsComments

1. IntheChronic Mental IlInesslist, Thisisan optional value.
indicate whether or not the client has
been diagnosed with chronic mental
illness.

2. IntheMedication Prescribed for
AOD Problem list, select the type of
medication prescribed for the client.

3. IntheClient Pregnant at Admission If the client’s gender is designated as male, thisfield
list, select the term that best describes  displays M ale and cannot be modified.
the client’s condition.

4.  If you selected Yesin the Client If the client’s gender is designated as male, thisfield
Pregnant at Admission list, in the displays Did not begin prenatal care and cannot be
Month of Pregnancy began modified.

Prenatal Care list, select the month
the client began receiving prenatal
care.

5.  Continueto Task 7.
Task 7. Entering Employment/Support Status I nformation

What to do ResultsComments

1.  Inthe Current Employment Status
list, select the amount of time the
client spends working each week.

2. IntheHighest School Grade
Completed field, enter the highest
level of education completed by the
client.

3. Inthe Vocational Training list,
indicate whether or not the client has
participated in training for a vocation
in the past 30 days and in the past 6
months. If the client did not answer
the question, select Not Answered.

4. Continueto Task 8.
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Task 8:  Entering Alcohol/Drug Problems Information

What to do ResultsComments

1. In the Number of Prior AOD
Treatmentsfield, type the number of
prior treatments the client has
received.

2. Inthe Days Attended Self Help
Groupsfidd, typethenumber of days
the client attended a self-help group
during the past 30 days.

3. In the Needles list, indicate whether
or not the client has used needles in
the past 12 months.

4.  Fromthe Primary Drug Codelist, Noneisnot avalid option for Primary Drug Code
select the type of drug the client
primarily uses.

5.  Fromthe Primary Route of N/A isnot avalid option for Primary Route of
Administration list, select the Administration.
method the client uses to administer
the primary drug.

6. FromthePrimary Frequency of Use  N/A isnot avalid option for Primary Frequency of
list, select the term that best describes  Use.
the frequency of use of the primary
drug.

7. InthePrimary Ageat First Use N/A isnot avalid option for Primary Age at First
field, enter the age at which theclient  Use.
first began using the primary drug.

8.  Fromthe Secondary Drug Codelist, If the client does not use a secondary drug, select
select the type of secondary drugthe  None.

client uses.
9.  Fromthe Secondary Route of If you selected None for Secondary Drug Code,
Administration list, select the enter N/A for Secondary Route of Administration,

method the client uses to administer or leave thefield blank.
the secondary drug.

10. From the Secondary Frequency of If you selected None for Secondary Drug Code,
Use list, select the term that best enter N/A for Secondary Freguency of Use, or leave
describes the frequency of use of the  thefield blank.
secondary drug.
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What to do

ResultsComments

11.

In the Secondary Ageat First Use
field, enter the age at which the client
first began using the secondary drug.

12.  Fromthe Tertiary Drug Codelist, If the client does not use atertiary drug, select None.
select the type of drug the client uses.

If you selected Nonefor Secondary Drug Code, you
must enter Nonefor Tertiary Drug Codeor leavethe
field blank.

13. Fromthe Tertiary Route of If you selected Nonefor Tertiary Drug Code, enter
Administration list, select the N/A for Tertiary Route of Administration, or leave
method the client uses to administer the field blank.
thetertiary drug.

14. FromtheTertiary Frequency of Use  If you selected Nonefor Tertiary Drug Code, enter
list, select the term that best describes  N/A for Tertiary Frequency of Use, or leavethefield
the frequency of use of thetertiary blank.
drug.

15. IntheTertiary Ageat First Use
field, enter the age at which the client
first began using the tertiary drug.

16. Continueto Task 9.

Task 9:  Entering Legal Status Information

Wheat to do ResultsComments

1. IntheTimesArrested fields, typethe
number of times the client has been
arrested during the past 30 days and
the past 6 months.

2. IntheL.A. Parolee (CIW) list, If the client’s gender is designated as male, thisfield
indicate whether or not theclientisan  displays No and cannot be modified.

L.A. Parolee.

3. IntheCIW Priority Statuslist,select If you selected Yesinthe L.A. Parolee (CIW) list,
the CIW priority status that best you must select one of the three CIW priority
appliesto the client. statuses — Not applicableisnot avalid option.

If the client’s gender is designated as male, thisfield
displays Not applicable and cannot be modified.

4. InthelLegal Statuslist, select the

term that best describes the client’s
legal status.
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What to do ResultsComments

5. Continueto Task 10.
Task 10:  Entering Family/Social Background Information

What to do ResultsComments

1. IntheCurrent Living
Arrangementslist, select the term
that best describes the client’ s living
Situation.

2. IntheNumber of Children Living
with Client field, type the number of
children that havelived with theclient
during the past 30 days and the past 6
months.

3.  IntheNumber of Children under 18
year sfield, type the number of birth
or adopted children the client haswho
are under 18 years of age.

4.  Inthe Number of Children where
Parental Rights Terminated field,
type the number of the children over
which the client’ sparental rightshave
been terminated.

5.  IntheAreAny Children Livingwith
Someone Else (dueto child
protection court order) list, select
Yes, No, or Not Answered.

6. Continueto Task 11.

Task 11:  Submitting the Admission form

*  When you have completed the Admission form, you can submit the data to the Ca TOP server by
clicking the Submit button. If the submission is successful (no errors were found), a message will
be displayed with the Transaction 1D assigned to the transaction. For an example of a successful
submission message, see “Using Transaction IDS’ on pag €38.

» |If an error message (client side or server side) is displayed, follow the instructions to correct the
error, then click Submit again. For an example of client side and server sideerrors, see “Error Mes-
sages’ on pagel63. For alist of error messages and instructions on how to correct them, see“ Error
Messages’ on pagel63.
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Using the ASAM/PPC Il Form

Y ou can use the ASAM/PPC |1 form to record an assessment of treatment required by aclient, thelevel of
careprovided for aclient at admission, and to report any changesin thelevel of carethe client receiveswhile
at your provider site.

You can record an ASAM/PPC | transaction for aclient even if you have not yet recorded an
Admission — California Only or Admission transaction for the client.

Task 1:  Accessing the ASAM/PPC I Form

What to do ResultsComments

1. OntheCalTOP Navigation bar, click  The Forms page is displayed.
the Formslink.

2. In the Forms list, select
ASAM/PPC I1.

3. Enter the CalTOP Client ID.
—or—
Enter the File Number ID.
4.  Click Add. The ASAM/PPC |1 form is displayed.
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5. Continueto Task 2.
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Task 2. Entering ASAM/PPC Il Information

What to do

ResultsComments

1. In the File Number 1D list, select a
file number to associate with the
transaction.

2. In the Date of ASAM/PPC | field,
type the date that the ASAM/PPC |1
assessment was performed.

3. IntheCurrently Pregnant list, select
whether the client was pregnant at the
time treatment began.

4, Inthe Level of Care Indicated list,
select the term that best describes the
level of caretheclient should receive,
based on the assessment.

5. Inthe Level of Carelndicated - 30
daysor lesslist, select whether
residential services indicated will be
for 30 days or less.

6. Inthe Level of Care Received list,
select the term that best describes the
level of care the client actually
received.

7. Inthe Level of Care Received - 30
daysor lesslist, select whether
residential services received were for
30 days or less.
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Thisis an optional value and may be left blank.

If you have assigned a default file number for the
client, thisvalueappearsinthelist automatically. Y ou
can override this value with another file number from
thelist.

The date of the ASAM/PPC Il transaction must be on
or after the date of the client’s admission (if an
admission exists).

Enter the date in this format: mm/dd/yyyy

Select avalue only if Level of Carelndicated is:

» Low Intensity Residential Services
e Medum Intensity Residential Services, or
» Residential Monitored Intensive Services

If Level of Carelndicated isnot one of theabove, the
30 days or lessfield must be blank.

Select avalue only if Level of Care Received is:

» Low Intensity Residential Services
e Medum Intensity Residential Services, or
» Residential Monitored Intensive Services

If Level of Care Received isnot one of the above, the
30 days or lessfield must be blank.
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What to do

ResultsComments

10.

Task 3:

Using the Episode Satus Change Form

In the Care Received Start Date
field, enter the date the client began to
receive care.

If the values for Leve of Care
Indicated and Levd of Care
Received are different, in the Reason
for CarelL evel Differencelist, select
the term that best describes why they
are different.

Select Not Applicableif the values

for the Level of CareIndicated and
L evel of Care Received lists are the
same.

Continueto Task 3.

The Care Received Start Date may be different than
the Date of ASAM PPCI|I.

Submitting the ASAM/PPC 1l form

When you have completed the ASAM PPC Il form, you can submit the data to the CalTOP server
by clicking the Submit button. If the submission is successful (no errors were found), a message
will be displayed with the Transaction ID assigned to the transaction. For an example of a
successful submission message, see “Using Transaction IDS’ on page 38.

If an error message (client side or server side) is displayed, follow the instructions to correct the

error, then click Submit again. For an example of client side and server sideerrors, see “Error Mes-
sages’ on pagel63. For alist of error messages and instructions on how to correct them, see“ Error
Messages’ on pagel63.

Use the Episode Status Change form to enter information when aclient is discharged from alocation.

Y ou must have acompl ete Admission or Treatment transaction for aclient before you can create an Episode

Satus Change transaction.

For information on when you should use the Episode Status Change form instead of the
ASAM/PPC |1 form, contact UCLA. For information on contacting UCLA, see “How Can | Get
Help?’ on pag €7.

62
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Task 1:  Accessing the Episode Status Change Form

What to do ResultsComments

1. OntheCaTOP Navigation bar, click  The Forms page is displayed.
the Formslink.

2. IntheFormslist, select Episode
Status Change.

3. Enter the CalTOP Client ID.

Enter the File Number ID.

4.  Click Add. The Episode Status Change form is displayed.
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5. Continueto Task 2.
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Task 2. Entering Genera Episode Status Change Information

What to do ResultsComments

1. IntheFileNumber ID list, select a Thisis an optional value and may be left blank.

file number to associate with the ) )
transaction. If you have assigned a default file number for the

client, thisvalueappearsinthelist automatically. Y ou
can override this value with another file number from

thelist.

2. Inthe Date of Episode Status The date of the Episode Satus Change transaction
Changefield, type the date of the must be on or after the date of the client’s earliest
changeinlevel of careprovidedtothe  admission or treatment, and within 35 days of the
client. client’s latest admission or treatment.

Enter the date in this format: mm/dd/yyyy

3. Inthe Reason for Episode Status
Change list, select the reason the
client’ s treatment status changed.

4. Inthe Date of Last Contact fields, Enter the date in this format: mm/dd/yyyy
type the date that you last had any
contact with the client, either in
person or by phone.

5. Inthefollowing lists, indicate
whether or not the client currently
lives with another person who has a
drug or alcohol problem:

Living with Anyonewith Alcohol
Problem

Livingwith Anyone using
Non-Prescribed Drugs Or Abusing
Prescribed Drugs

6. Continueto Task 3.

Task 3:  Entering Hospital Utilization Information

What to do ResultsComments

1.  Inthe Days Overnight for Medical
field, type the number of days the
client has spent overnight in ahospital
for amedica reason during the past
30 days.
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What to do ResultsComments

2. Inthe Days Overnight for
Psychiatric field, type the number of
days the client has spent overnight in
the hospital for a psychiatric reason
during the past 30 days.

3.  IntheNumber of Emergency Room
Visitsfield, type the number of times
the client has visited an emergency
room during the past 30 days.

4.  Continueto Task 4.
Task 4:  Entering Medical Background Information

What to do ResultsComments

1. IntheClient Pregnant During this If the client’s gender is designated as male, thisfield
Episode list, indicate whether the displays M ale and cannot be modified.
client is pregnant for the current
episode.

2. Continueto Task 5.

Task 5:  Entering Employment/Support Status Information

What to do ResultsComments

1.  Inthe Current Employment Status
list, select the number of hours the
client currently works per week.

2. Continueto Task 6.

Task 6:  Entering Current Drug Use Information

What to Do ResultsComments

1.  FromthePrimary Drug Codelist, Noneisnot avalid option for Primary Drug Code
select the type of drug the client
primarily uses.
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What to Do

ResultsComments

10.

From the Primary Route of
Administration list, select the
method the client uses to administer
the primary drug.

Fromthe Primary Frequency of Use
list, select the term that best describes
the frequency of use of the primary
drug.

From the Secondary Drug Code list,
select the type of secondary drug the
client uses.

From the Secondary Route of
Administration list, select the
method the client uses to administer
the secondary drug.

From the Secondary Frequency of
Use list, select the term that best
describes the frequency of use of the
secondary drug.

From the Tertiary Drug Code i,
select the type of drug the client uses.

From the Tertiary Route of
Administration list, select the
method the client uses to administer
the tertiary drug.

Fromthe Tertiary Frequency of Use
list, select the term that best describes
the frequency of use of the tertiary
drug.

Continueto Task 7.

N/A isnot avalid option for Primary Route of
Administration.

N/A isnot avalid option for Primary Frequency of
Use.

If the client does not use a secondary drug, select
None.

If you selected None for Secondary Drug Code,
enter N/A for Secondary Route of Administration,
or leave the field blank.

If you selected None for Secondary Drug Code,
enter N/A for Secondary Frequency of Use, or leave
thefield blank.

If the client does not use atertiary drug, select None.

If you selected None for Secondary Drug Code, you
must enter Nonefor Tertiary Drug Codeor leavethe
field blank.

If you selected Nonefor Tertiary Drug Code, enter
N/A for Tertiary Route of Administration, or leave
thefield blank.

If you selected Nonefor Tertiary Drug Code, enter
N/A for Tertiary Frequency of Use, or leavethefield
blank.
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Task 7:  Entering Legal Status Information

What to do ResultsComments

1. IntheTimesArrested field, type the
number of times the client has been
arrested during the past 30 days.

2. Continueto Task 8.

Task 8:  Entering Family/Social Background Information

What to do ResultsComments

1. IntheCurrent Living
Arrangements list, select the phrase
that best describesthe client’s current
housing status.

2. Continueto Task 9.

Task 9:  Submitting the Episode Status Change form

»  When you have completed the Episode Status Change form, you can submit the data to the Ca TOP
server by clicking the Submit button. If the submission is successful (no errors were found), a
message will be displayed with the Transaction ID assigned to the transaction. For an example of a
successful submission message, see “Using Transaction IDs’ on page 38.

» |If an error message (client side or server side) is displayed, follow the instructions to correct the
error, then click Submit again. For an example of client side and server sideerrors, see “Error Mes-
sages’ on pagel63. For alist of error messages and instructions on how to correct them, see“ Error
Messages’ on pagel63.
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F. Entering Client Treatment Information

The CaTOP system has three forms you can use to enter client treatment information: the Treatment form,
the Treatment — One Client form, and the Treatment — Many Client form.

Treatment transactions require that field entries correspond to the type of service provided. Usethetablein
“Service Code-dependent Field Values’ on pagel38 to help you enter values in the forms.

The following table describes when to use each form:

Usethisform In this case

Treatment To record or update asingle treatment for one client,
such as an outpatient treatment.

Treatment — One Client To record one or more treatments for the same client,
such as severa daily treatments for aresident.

Treatment — Many Client To record up to 10 treatments for one or more clients,
such as for a group counseling session or resident
dosing.

Using the Treatment form

Use the Treatment form to enter or update a single treatment for oneclient.

Task 1.  Accessing the Treatment Form

What to do ResultsComments

1. OntheCaTOP Navigation bar, click  The Forms page is displayed.
the Formslink.

2. In the Forms list, select Treatment.

3.  Enter theCalTOP Client ID.
—or—
Enter the File Number ID.
4.  Click Add. The Treatment form is displayed.
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What to do

ResultsComments
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What to do

Creating Client Treatment Transactions

ResultsComments

In the File Number 1D list, select a
file number to associate with the
transaction.

In the Service Date fields, type the
date of the client’ s treatment.

IntheClinician Initialsfield, typethe
initials of the clinician providing the
treatment.

In the Confirmatory Report list,
indicate whether or not the treatment
requires a confirming report, or leave
[Blank] if areport is not applicable
for the treatment.
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Thisis an optional value and may be left blank.

If you have assigned a default file number for the
client, thisvalueappearsinthelist automatically. Y ou
can override this value with another file number from
thelist.

The date of the Treatment transaction must be on or
after the date of the client's earliest admission (if an
admission exists).

Enter the date in this format: mm/dd/yyyy

Thisfield requires avalue only for certain service
codes. Refer to “ Service Code-dependent Field
Values’ on pagel37 for more information.

Thisfield requires avalue only for certain service
codes. Refer to “ Service Code-dependent Field
Values’ on pagel38 for more information.
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What to do ResultsComments

5. Inthe Service Codelist, select the See “ Service Code-dependent Field Vaues’ on

type of treatment provided. page 138 for acompletelist of available service codes.
6. IntheDuration list, select the Thisfield requires avalue only for certain service
appropriate range of time associated codes. Refer to “ Service Code-dependent Field
with the treatment provided. Values’ on pagel38 for moreinformation.
7.  Inthe Dosageligt, select the Thisfield requires avaue only for certain service
medi cation dosageassociated withthe  codes. Refer to “ Service Code-dependent Field
treatment provided. Values’ on pagel38 for moreinformation.

Task 3:  Submitting the Treatment form

»  When you have completed the Treatment form, you can submit the data to the Cal TOP server by
clicking the Submit button. If the submission is successful (no errors were found), a message will
be displayed with the Transaction 1D assigned to the transaction. For an example of a successful
submission message, see “Using Transaction IDS’ on pag €38.

» |If an error message (client side or server side) is displayed, follow the instructions to correct the
error, then click Submit again. For an example of client side and server side errors, see “Error Mes-
sages’ on pagel63. For alist of error messages and instructions on how to correct them, see“ Error
Messages’ on pagel63.

Using the Treatment — One Client Form
The Treatment — One Client form enables you to add up to five treatments for one client using asingleform.

Task 1.  Accessing the Treatment — One Client Form

What to do ResultsComments

1. OntheCaTOP Navigation bar, click  The Forms page is displayed.
the Formslink.

2. Inthe Formslist, select Treatment —
OneClient.

3. Enter the CalTOP Client ID.
Enter aFile Number ID.

4.  Click Add. The Treatment — One Client form is displayed.
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What to do Results’Comments
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Task 2:  Creating Client Treatment Transactions

What to do

ResultsComments

1. In the File Number 1D list, select a
file number to associate with the
transaction.

2. Inthe Service Datefield, type the
date of the client’ s treatment.

Thisis an optional value and may be left blank.

If you have assigned a default file number for the
client, thisvalueappearsinthelist automatically. Y ou
can override this value with another file number from
thelist.

The date of the Treatment — One Client transaction
must be on or after the date of the client's earliest
admission (if an admission exists).

Enter the date in this format: mm/dd/yyyy
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Wheat to do ResultsComments

3. IntheClinician Initialsfield, typethe  Thisfield requires avalue only for certain service
initials of the clinician providing the  codes. Refer to “ Service Code-dependent Field
treatment. Values’ on pagel38 for moreinformation.

4.  Inthe Confirmatory Report list, Thisfield requires avalue only for certain service
indicate whether or not the treatment  codes. Refer to “ Service Code-dependent Field
requires aconfirming report, or leave  Values’ on pagel38 for more information.
[Blank] if areport is not applicable
for the treatment.

5. Inthe Service Codelist, select the See “ Service Code-dependent Field Vaues’ on
type of treatment provided. page 138 for acompletelist of available service codes.

6. IntheDuration list, select the Thisfield requires avaue only for certain service
appropriate range of time associated codes. Refer to “ Service Code-dependent Field
with the treatment provided. Values’ on pagel38 for moreinformation.

7. Inthe Dosageligt, select the Thisfield requires avaue only for certain service
medication dosageassociated withthe  codes. Refer to “ Service Code-dependent Field
treatment provided. Values’ on pagel38 for moreinformation.

8.  Repeat steps 2-7 in the remaining
fields for up to four more treatment
transactions.

Task 3:  Submitting the Treatment — One Client form

*  When you have completed the Treatment - One Client form, you can submit the data to the Cal TOP
server by clicking the Submit button. If the submission is successful (no errors were found), a
message will be displayed with the Transaction ID assigned to the transaction. For an example of a
successful submission message, see “Using Transaction IDs’ on page 38.

» |If an error message (client side or server side) is displayed, follow the instructions to correct the
error, then click Submit again. For an example of client side and server sideerrors, see “Error Mes-
sages’ on pagel63. For alist of error messages and instructions on how to correct them, see“ Error
Messages’ on pagel63.
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Using the Treatment — Many Client Form

The Treatment — Many Client form enables you to enter up to ten treatment transactions for one or more
clients. Use this form when many clients receive the same treatment, as in a group session.

Task 1:  Accessing the Treatment — Many Client Form

What to do ResultsComments

1. OntheCaTOP Navigation bar, click  The Forms page is displayed.
the Formslink.

2. IntheFormslist, select Treatment —
Many Client.

3. Click Add. The Treatment — Many Client form is displayed.
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Task 2:  Entering Default Treatment Values

The data entered in the Default Treatment Valuesfieldswill be copied for up to ten clientsyou specify.
If certain default values are not applicable, you may override the default for any given client.

What to do ResultsComments

1.  Under Default Treatment Values, in If you typeadateinthisfield, thisdate will beusedin
the Service Datefield, typethedate  all Service Datefieldsunder Client Treatment Values
of treatment you want to bedisplayed  when you submit the form, or you can enter different
by default. datesin the fields as needed.

The service date must be on or after the date of the
client’s earliest admission (if an admission exists).

Enter the date in this format: mm/dd/yyyy
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What to do

ResultsComments

Under Default Treatment Valuesin
the Clinician Initials field, type the
initials of the clinician providing the
treatment you want to be displayed by
default.

Under Default Treatment Valuesin
the Service Codelist, select the
default type of treatment provided.

Under Default Treatment Valuesin
the Confirmatory Report list,
indicate the default value you want
displayed in thelist: select Yes or No
to indicate whether or not the
treatment requires a confirming
report, or leave [Blank] if areport is
not applicable for the treatment.

Under Default Treatment Valuesin
the Duration list, select the default
range of time associated with the
treatment provided that you want to
be displayed.

Under Default Treatment Valuesin
the Dosage list, select the default
medi cati on dosage associated withthe
treatment provided that you want to
be displayed.

If you typeavalueinthisfield, the valuewill be used
indl Clinician Initialsfields under Client Treatment
Values when you submit the form, or you can enter
different values as needed.

Thisfield requires avaue only for certain service
codes. Refer to “ Service Code-dependent Field
Values’ on pagel38 for more information.

If you select avalueinthisfield, the value will beused
in al Service Codefields under Client Treatment
Values when you submit the form, or you can enter
different values as needed.

See “ Service Code-dependent Field Vaues’ on
page 138 for acompletelist of available service codes.

If you select avalueinthisfield, the valuewill beused
in al Confirmatory Report fields under Client
Treatment Values when you submit the form, or you
can enter different values as needed.

Thisfield requires avalue only for certain service
codes. Refer to “ Service Code-dependent Field
Values’ on pagel38 for more information.

If you select avalueinthisfield, the valuewill beused
in al Duration fields under Client Treatment Values
when you submit the form, or you can enter different
values as needed.

Thisfield requires avalue only for certain service
codes. Refer to “ Service Code-dependent Field
Values’ on pagel38 for more information.

If you select avalueinthisfield, the value will beused
in all Dosage fields under Client Treatment Values
when you submit the form, or you can enter different
values as needed.

Thisfield requires avalue only for certain service
codes. Refer to “ Service Code-dependent Field
Values’ on pagel38 for more information.
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Lesson 2: Entering Cal TOP Transactions

Task 3:  Creating Client Treatment Transactions

» IntheClient Treatment Values section, enter up to 10 Client IDs or File Number IDs. You may
enter values in any field where the default values are not accurate. Any values you enter manually
will not be overridden by the default values.

Task 4:  Submitting the Treatment — Many Client form

*  When you have completed the Treatment - Many Client form, you can submit the data to the
CalTOP server by clicking the Submit button. If the submission is successful (no errors were
found), a message will be displayed with the Transaction ID assigned to the transaction. For an
example of asuccessful submission message, see “ Using Transaction IDs” on page38.

» |If an error message (client side or server side) is displayed, follow the instructions to correct the
error, then click Submit again. For an example of client side and server sideerrors, see “Error Mes-
sages’ on pagel63. For alist of error messages and instructions on how to correct them, see“ Error
Messages’ on pagel63.

Treatments added through the Treatment — One Client and Treatment — Many Client forms must be
updated and deleted individually.
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G. Lesson Review

In this chapter you learned how to enter the following types of transactions:
» Contact
* Admission

» Episode Status Change

ASAM/PPCII
e Treatment
Quiz
Test your knowledge by answering the following questions:
1. You can create client admission transactions before adding a Client Infor mation record.

True False

2. You must create both Admission and Admission — California Only transactions to complete aclient’s
admission.

True False

3. A typical order of entry for client data using CalTOP formsis: Client Information, Admission —
California Only, ASAM/PPC 1.

True False

4. The Treatment — One Client form can be used to record multiple treatments for one client.

True False

1lv L€ d¢ 47T
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